
 
 
 

Canc frp:  Mar 04 
 

COMHELTACWINGPACNOTE 1301 
N1 

        24 March 2003 
 
COMHELTACWINGPAC NOTICE 1301 
 
Subj:  ASSIGNMENTS AND RESPONSIBILITIES 
 
Encl:  (1) Primary Billet Assignments 
       (2) Collateral Duty Assignments 
       (3) Boards, Committees and Councils 
       (4) Aviation Maintenance Evaluation Personnel/Computer  
           Self-Evaluation Checklist (CSEC) 
       (5) By Direction/Message Releasing Authority/FITREP and 
           Enlisted Evaluations 
 
1.  Purpose.  To publish information concerning assignment of 
primary billets, collateral duties, boards, committees, councils, 
review/inspection personnel and “By direction”/message releasing 
authority. 
 
2.  Action.  All personnel will familiarize themselves with 
enclosures (1) through (5) and with the duties and responsibilities 
assigned.  Changes or corrections (as they occur) should be brought 
to the attention of the Administrative Department. 
 
3.  Cancellation Contingency.  This notice is canceled when 
superseded by another directive bearing the same subject. 
 
 
                                 / / S / / 
                                J. D. ALGER 
        Acting  
 
Distribution: 
COMHELTACWINGPACINST 5216.1D 
Lists I, II, and III 
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PRIMARY BILLET ASSIGNMENTS 
 
Executive Department 
 
Code  Billet      Name 
 
N00    Commodore     CAPT A. J. Dzielski 
N00S    Secretary     Mrs. J. E. Inniss   
N01    Chief Staff Officer   CDR J. D. Alger/  
                                        LCDR J. D. O’Leary 
N001    Command Master Chief   CMDCM(FMF) D. A. Ortiz-Luis 
N00E    Instructional Systems 
        Specialist     Mr. J. F. Mashburn  
 
Administrative Department 
 
N1    Admin Officer    LT B. C. Salazar 
N11    Admin LCPO/Wing Career  YNC(SW/AW) C. D. Stanton 
    Counselor 
N111    Admin Clerk/Assistant Staff YN2 B. E. Stevens 
        Career Counselor  
N112    Office Automation Asst  Mrs. P. H. Trajano 
N13    Budget Analyst (ADDU)   Mr. S. P. Tolentino 
N131    Budget Assistant (ADDU)  Mr. E. Kerr 
 
Intelligence Department 
 
N2    Intelligence Officer    LTJG S. Wilkening (ADDU) 
 
Operations Department 
 
N3    Operations Officer   LCDR S. P. Starboard 
N3A     Assistant Operations Officer LT S. J. Valentine 
N31    Flight Readiness Officer  LT S. J. Valentine 
N33     Schedules Officer   LT J. W. Haines 
N35     Operations Training/            LT J. W. Haines 
        Readiness Officer 
 
Maintenance Department 
 
N4    Maintenance Officer   CDR E. J. Gawlik 
N4S    Maintenance Secretary   Vacant 
N41    Assistant Maintenance Officer LCDR T. R. O’Haire 
N41A    Maintenance Training CPO        ATC(AW) K. Clark 
N42    Aircraft Readiness Officer  LTJG P. A. Dise 
N421    Maintenance Master Chief  AVCM(AW) W. J. Mayeaux 
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Maintenance Department cont’d 
 
N4211   H-46/60 Class Desk   Vacant 
N4211A  H-46 Class Desk    ADC(AW) R. Bartolomeo  
N4211B  First Lieutenant LCPO   ADC(AW) D. Ferguson 
N4212   Weapons Desk    PRC(AW) T. A. Boelke 
N4213   H1/H3/Engines    ADC(AW) D. Ferguson 
N4214   H-60 Class Desk    AMCS(AW) P. K. DeFoor 
N4214A  H-60 Class Desk    AT1(AW) C. M. Reed 
N4214B  H-60 Class Desk    ADC(AW) D. B. Merkle 
N4214C  H-60 Class Desk        AEC(AW) B. D. Ternus 
N4215   ALSS/NVD     PRC(AW) T. A. Boelke 
N4216   Maintenance Material Supply SKCS(AW) J. G. Osorio 
N4216A  Supply Assistant    SK2(AW) C. Y. Chiang 
N422    IMRL Coordinator    Mr. T. A. Henson 
N43    Maintenance Admin LCPO  AZC(AW) P. B. Brazill 
N431    Logs and Records/Maint Analyst Vacant 
N432    Maint Admin/Tech Pubs Library AZ1(AW) M. Eaglin 
N44    Configuration Manager   Mr. W. G. Locke 
 
Safety Department 
 
N45     Safety Officer    LCDR C. Moyer 
N451    NAVOSH Program Manager  Ms. Rose Misailegalu 
        (Region Representative) 
N452    Safety Chief Petty Officer  AMC(AW/SW) R. G. Baldonado 
 
Information Systems Department 
 
N61    Automated Information  
        Systems Officer    Mr. H. Schwertly (ADDU) 
 
N6    Automated Information   IT1 J. K. Simpson 
    Petty Officer/Information 
    Systems Security Manager 
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COLLATERAL DUTY ASSIGNMENTS 
 
Duty        Name 
 
Asbestos Program Coordinator   AMC(AW) R. G. Baldonado 
 
AIS Security Representative IT1 J. K. Simpson  
 
Anti-Terrorism Training Officer (ATTO) AEC(AW) B. D. Ternus 
 
Assistant Security Manager   YNC(SW/AW) C. D. Stanton 
 
Blood Donor Coordinator    YNC(SW/AW) C. D. Stanton 
 
Building Facilities Manager/1st LT  ADC(AW) D. Ferguson 
 
Casualty Assistance Calls Officer(s) CDR J. D. Alger, II 
(CACO)       LCDR C. Moyer 

LT B. C. Salazar 
 
Combined Federal Campaign (CFC)   
Coordinator      Volunteer Basis 
 
Command Financial Counselor   YNC(SW/AW) C. D. Stanton 
 
Command Managed Equal Opportunity 
Officer (CMEO)      PRC(AW) T. A. Boelke 
 
Communications Supervisor   YNC(SW/AW) C. D. Stanton 
 
Community Service Program Coordinator   LT B. C. Salazar 
 
Drug/Alcohol Program Advisor (DAPA) AZC(AW) P. B. Brazill 
 
Educational Services Officer (ESO)  ADC(AW) D. B. Merkle 
 
Employee Transportation Coordinator Mr. W. G. Locke 
 
Energy Management Team Member(s)  LCDR T. R. O’Haire 
        LT J. W. Haines 
        YNC(AW/SW) C. D. Stanton 
 
Family Services Officer    LT B. C. Salazar 
 
Environmental Officer    AMC(AW) R. G. Baldonado 
 

 
 

Encl (2) 



COMHELTACWINGPACNOTE 1301 
 
 

COLLATERAL DUTY ASSIGNMENTS (CONTINUED) 
 
Duty        Name 
 
Family Advocacy Program (FAP)   LT B. C. Salazar 
 
Force Protection Officer                LT J. W. Haines 
 
Freedom of Information Act Coord.  LT B. C. Salazar 
 
Key Control Officer/Key Custodian  ADC(AW) R. Bartolomeo 
 
Official Mail Manager    LT B. C. Salazar 
 
Management Controls Officer   CDR J. D. Alger, II 
 
Navy/Marine Corps Relief Coordinator Volunteer Basis 
 
Operational Security Officer   LCDR C. P. Starboard 
 
Parking Lot Coordinator    AT1(AW) C. M. Reed 
 
Physical Security Officer   ADC(AW) R. Bartolomeo 
 
Physical Fitness Leaders (PFL)  AZ1(AW) M. Eaglin 
        AT1(AW) C. M. Reed  
       
PSD Liaison Rep (PLR)    YN2 B. E. Stevens 
 
Public Affairs Officer (PAO)   LT B. C. Salazar 
 
Recreation, Athletic and Home  
Safety Officer      AMC(AW) R. G. Baldonado 
 
Reserve Liaison Officer    LCDR M. Vigil 
 
SAVI Officer      ATC(AW) K. Clark 
 
Savings Bond Coordinator    LT J. W. Haines 
 
Security Manager     LT B. C. Salazar 
 
Senior Watch Officer (SWO)   LT S. J. Valentine 
 
Sponsor Program Coordinator   YNC(SW/AW) C. D. Stanton 
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COLLATERAL DUTY ASSIGNMENTS (CONTINUED) 
 
Duty        Name 
 
Staff Training Officer    ATC(AW) K. Clark 
 
COMSEC Requirements Officer   LT B. C. Salazar 
 
SECRET Control Officer    LT B. C. Salazar 
 
STU-III Material Control (MC) 
User Representative                     LT B. C. Salazar 
                                        YNC(SW/AW) C. D. Stanton 
 
Traffic Safety Coordinator       AMC(AW) R. G. Baldonado 
 
Travel Approving Official (TAO)         LT B. C. Salazar 
 
Tobacco Prevention Officer   AMC(AW) R. G. Baldonado 
 
VWAP Coordinator     LT B. C. Salazar 
 
Volunteer Income Tax Assistant (VITA) CDR E. J. Gawlik 
                                        IT1 J. K. Simpson 
 
Voting Assistance Officer   LT B. C. Salazar 
 
Urinalysis Coordinator    AT1(AW) C. M. Reed 
 
Wing Career Counselor    YNC(SW/AW) C. D. Stanton 
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BOARDS, COMMITTEES AND COUNCILS 
 
Title       Name 
 
Awards Board      Chief Staff Officer 
        Command Master Chief 
        All Department Heads 
 
BEQ Advisory/Enlisted Club Committee ADC(AW) D. Ferguson 
 
Moral, Welfare and Recreation   CMDCM(FMF) D. A. Ortiz-Luis 
Committee                               PRC(AW) T. A. Boelke 
                                        AMC(AW) R. G. Baldonado 

YN2 B. E. Stevens 
AZ1(AW) M. Eaglin 

        Mr. W. G. Locke 
        IT1 J. K. Simpson 
        Mrs. P. H. Trajano 
         
Career Development Board (CDB)  Chief Staff Officer 
        Department Head 

       Command Master Chief 
        Education Service Officer 
        Wing Career Counselor 
        Maintenance Master  

Chief/LCPO 
 
Security Review Committee   Chief Staff Officer 
        Physical Security Officer 
        Security Manager 
        Command Master Chief 
        1st Lieutenant 
        ISSM 
        OPSEC Officer 
        Senior Watch Officer 
 
NAVOSH/Safety Council    Safety Officer 
        Safety Chief Petty Officer 
 
Command Assessment Team (CAT)   Chief Staff Officer 
        Command Master Chief 
        Wing Career Counselor 
 
Command Training Team (CTT)   Chief Staff Officer 
        Command Master Chief 
        All Department Heads 
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AVIATION MAINTENANCE EVALUATION PERSONNEL 
COMPUTER SELF-EVALUATION CHECKLIST (CSEC) 

 
Area Reviewed      Reviewer 
 
(0200)  Maintenance Training    ATC(AW) K. Clark  
(0300)  Fuel Surveillance    ADC(AW) D. Ferguson/ 
        ADC(AW) R. Bartolomeo 
(0400)  Navy Oil Analysis Program  ADC(AW) D. Ferguson/ 
       (NOAP)      ADC(AW) R. Bartolomeo 
(0500)  Aviators Breathing Oxygen (ABO) PRC(AW) T. A. Boelke 
(0600)  Hydraulic Contamination Control AMC(AW/SW) R. G. Baldonado 
(0700)  Tire and Wheel Safety   AMC(AW/SW) R. G. Baldonado/ 
(0800)  Quality Assurance Audit  ADC(AW) R. Bartolomeo/ 
        AMCS(AW) P. K. DeFoor 
(0900)  Maintenance Department/Division AMC(AW/SW) R. G. Baldonado/  
        Safety      ADC(AW) D. B. Merkle 
(1000)  Naval Aviation Maintenance      ADC(AW) R. Bartolomeo/ 
        Discrepancy Reporting (NAMDRP)  AT1(AW) C. M. Reed 
(1100)  Aviation Gas-Free Engineering   ADC(AW) D. B. Merkle/ 
        (AVGFE)     ADC(AW) R. Bartolomeo 
(1200)  Foreign Object Damage (FOD) ADC(AW) R. Bartolomeo/ 
               ADC(AW) D. B. Merkle 
(1300)  Tool Control                    SKCS(AW) J. G. Osorio  
(1400)  Corrosion Prevention and   
        Control     AMC(AW) R. G. Baldonado 
(1500)  Plane Captain Qualification ADC(AW) D. B. Merkle/ 

AT1(AW) C. M. Reed 
(1600)  Egress System Check Out   PRC(AW) T. A. Boelke 
(1700)  Support Equipment Operator  LCDR T. R. O’Haire/ 
        Training and Licensing   ADC(AW) D. B. Merkle 
(1800)  Support Equipment Planned   AT1(AW) C. M. Reed/ 
        Maintenance Systems   AMCS(AW) P. K. DeFoor 
(1900)  Central Technical Publications  AZC(AW) P. B. Brazill/ 
        Library (CTPL)    AZ1(AW) M. Eaglin 
(2000) Naval Aviation Metrology and Mr. T. A. Henson/ 
        Calibration     SKCS(AW) J. G. Osorio 
(2100)  Nondestructive Inspection (NDI) AMC(AW/SW) R. G. Baldonado 
(2200)  Hazardous Material Control   
    and Management    AMC(AW/SW) R. G. Baldonado 
(2400)  Electrostatic Discharge (ESD) ADC(AW) D. B. Merkle/ 

AT1(AW) C. M. Reed 
(2600)  Technical Directives Compliance Mr. W. G. Locke/ 
    (TD)      AZ1(AW) M. Eaglin 
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AVIATION MAINTENANCE EVALUATION PERSONNEL 
COMPUTER SELF-EVALUATION CHECKLIST (CSEC) (CONTINUED) 

 
Area Reviewed      Reviewer 
 
(2800)  Manpower Management    LCDR T. R. O’Haire/ 
        AVCM(AW) W. Mayeaux 
(2900)  Maintenance Control   AMCS(AW) P. K. DeFoor/ 
        ADC(AW) D. B. Merkle 
(3100)  Weight and Balance   AZC(AW) P. B. Brazill/ 

AZ1(AW) M. Eaglin 
(3200)  Aircraft Records and Reports/ AZ1(AW) M. Eaglin/ 
        Engine Accounting    AZC(AW) P. B. Brazill 
(3300)  Logs and Records    AZ1(AW) M. Eaglin/ 
        AZC(AW) P. B. Brazill 
(3400)  Phase Maintenance   AMCS(AW) P. K. DeFoor/ 
        ADC(AW) D. B. Merkle 
(3500)  Maintenance Administration  AZC(AW) P. B. Brazill/ 

AZ1(AW) M. Eaglin 
(3600)  Data Analysis     AZ1(AW) M. Eaglin/ 
        AZC(AW) P. B. Brazill 
(3700) Material Control    SKCS(AW) J. G. Osorio/  

SK2(AW) C. Y. Chiang 
(3800)  Aircraft Maintenance Material Mr. T. A. Henson/ 
    Readiness List (AMMRL)   SKCS(AW) J. G. Osorio 
(3900) Vibration Analysis   ADC(AW) D. Ferguson/ 

ADC(AW) R. Bartolomeo 
(4000)  Taxi/Turn-up/APU Licensing  ADC(AW) D. Ferguson/ 
        ADC(AW) R. Bartolomeo 
(4500)  Battery Maintenance Safety  AT1(AW) C. M. Reed/ 

       ADC(AW) D. Ferguson 
(4600)  Aircraft Compass Calibration AT1(AW) C. M. Reed/ 
        ADC(AW) D. Ferguson 
(4800) Naval Ordnance Maintenance  

Management Program (NOMMP)/ 
        Airborne Weapons Corrective 

   Action Program (AWCAP)  PRC(AW) T. A. Boelke 
(4900) Explosives Handling Personnel  

Qualification/Certication  PRC(AW) T. A. Boelke 
(5000)  Aircraft Armament Equipment PRC(AW) T. A. Boelke 
(5200)  Aviation Life Support System  
        (ALSS)      PRC(AW) T. A. Boelke 
(5300)  Oil Comsumption    ADC(AW) D. B. Merkle/ 
        ADC(AW) R. Bartolomeo 
(5400) Support Equipment Misuse/  ADC(AW) D. Ferguson/ 

Abuse      AT1(AW) C. M. Reed 
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BY DIRECTION/MESSAGE RELEASING AUTHORITY 
 
Title/Code      Name 
 
Chief Staff Officer (N01)   CDR J. D. Alger, II/ 
                                        LCDR J. D. O’Leary 
 
Command Master Chief (N001)   CMDCM(FMF) D. A. Ortiz-Luis 
 
Admin Officer (N1)     LT B. C. Salazar 
 
Budget Analyst * (N13)    Mr. S. P. Tolentino  
 
Operations Officer (N3)     LCDR S. P. Starboard 
 
Assistant Operations Officer (N3A)  LT S. J. Valentine 
 
Maintenance Officer (N4)    CDR E. J. Gawlik 
 
Assistant Maintenance Officer (N41) LCDR T. R. O’Haire 
 
Aircraft Readiness Officer (N42)  LTJG P. A. Dise 
 
Safety Officer (N45)    LCDR C. Moyer 
 
Admin Leading Chief Petty    YNC(SW/AW) C. D. Stanton 
Officer ** (N11) 
 
*  (Nations Bank Visa Card Management Only) 
** (All documents involving Pay & Allowance, routine  
correspondence, reports, forms, and messages pertaining to your 
duties as Assistant Administrative Officer) 
 

FITREP/ENLISTED EVALUATIONS 
 
Title/Code      Reporting Senior Authority 
 
Commodore (N00)     E6 through 05 
 
Chief Staff Officer (N01)   E5 and below 
 
Operations Officer (N3)    E5 and below 
 
Maintenance Officer (N4)    E5 and below 
 
Safety Officer (N45)    E5 and below 
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